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Position:

Department:

Number of Vacancies
to be filled:

Rate of Pay:
Schedule:
Application Deadline:

Union Preference:

Residency Requirement:

Kathy M. Sheehan Tolani Elumade, MPA, MPS Albany City Hall
Mayor Director of Human Resources 24 Eagle Street, Rm 301

(p) 518-434-5049
(f) 518-434-5269

Notice of Job Opening

Account Clerk

Applicants must meet the requirements outlined in the enclosed job
description.

*PLEASE NOTE: This position is in the competitive class and will be
filled on a provisional basis. In order to be considered for this position
you must apply for the Account Clerk exam which is currently posted
and to be placed on an eligible list for permanent appointment. To
apply please visit https://jobs.albanyny.gov/exams

** Effective immediately, all new hires must be vaccinated against
the COVID-19 virus, unless they have been granted an exemption for
religion or disability. If you are offered city employment, this
requirement must be met by your date of hire, unless an exemption is
received and approved by the Office of Human Resources.

City Clerk / Common Council
1

$36,190/year
37.5 hours/week
11:59 pm on Tuesday, March 15th, 2022

All applicants must submit an application online via jobs.albanyny.gov
to be considered for the job opening.

NO

This is a non-unionized position, so current union employees do not
have a hiring preference for this position.

YES

Per City Code 8 62-1, all individuals hired by the City of Albany
municipal government must be or become residents of the City of
Albany within 180 days of hire. Failure to move into the City shall be
deemed a voluntary resignation.

The City of Albany is an Equal Opportunity /Affirmative Action Employer.

Posted on Tuesday February 15, 2022.
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City of Albany
Competitive
Rev: 7/25/01

ACCOUNT CLERK/ACCOUNT CLERK I

DISTINGUISHING FEATURES OF THE CLASS: The incumbent in this class
independently performs routine clerical work in maintaining financial accounts and records
and/or assists in performing more difficult and responsible phases of this work. The work
is primarily of a routine nature and involves the application of clerical account record
keeping practices in maintaining and reviewing financial account and records. Account
Clerks usually work under general supervision of standard assignments in accordance with
definitely defined procedures. Supervisors are available for consultation on unusual
problems and provide instructions on all new or difficult assignments.

TYPICAL WORK ACTIVITIES: (lllustrative Only)

e Posts to journal or ledger accounts from appropriation, expense, invoice, payroll,
receipts, vouchers, records and other original entry media, either manually or on
automated equipment;

e Receives remittances by mail or in person, verifies amount, computes interest and
penalties and posts to book or original entry;

e Enters and retrieves information in an automated information system;

e Assists in maintaining labor, material and operational cost records;

e Assists in verifying and reconciling account balances according to a prescribed
procedure;

e Helps to review and check routine account-keeping records and reports for arithmetical
and clerical accuracy, completeness and proper extension;

e Classifies constantly recurring receipts and expenditures and distributes costs
according to prescribed code;

e Compiles data for and helps in the preparation of simple financial and statistical

reports;

Issues receipts for monies received;

Sorts, indexes and files requisitions, vouchers, ledger cards and other material;

Compiles payroll data, prepares and checks payrolls;

Operates computing, calculating, check writing and other office machines;

Does related work as required.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL
CHARACTERISTICS:

e Working knowledge of modern methods of keeping and reviewing financial accounts
and records;
e Working knowledge of office terminology, procedures and equipment;
e Working knowledge of business English;
See Reverse Side
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Working knowledge of personal computers and office equipment;
Ability to understand and follow oral and written instructions;
Ability to make arithmetic computations rapidly and accurately;
Ability to write legibly;

e Ability to get along well with others;

e Clerical aptitude;

e Mental alertness;

e Accuracy,

e Neatness;

e Tact, courtesy and integrity;

e Physical condition commensurate with the demands of this position.

MINIMUM QUALIFICATIONS: Either:

(A) Graduation from high school or possession of a high school equivalency diploma,
which shall be supplemented by a course in bookkeeping or business arithmetic; OR

(B) Two (2) years of satisfactory full-time paid clerical work experience, which shall
have included a substantial account-keeping work; OR

(C) Any equivalent combination of training and experience as defined by the limits of (A)
and (B) above.
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